State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Administrative Officer | 2510-4590-502 50002277
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

O&M/San Joaquin Field Division/Administration

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
4
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Jamie Mulkey-Flink Administrative Officer Il
APPROVED BY (Personnel Analyst's Name) DATE
MG 6/14/07
P eg_c;j%rg of Activity

POSITION SUMMARY
Under the general supervision of the Chief of Administrative Branch, plans, organizes, directs and
controls the Business Management Services Unit for the San Joaquin Field Division.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain regular,
consistent, predictable attendance, and exercise good judgment.

65% Responsible for the procurement of commodities totaling $2,000,000 annually and the warehousing
of an inventory of $4,000,000 at three point-of-use warehouses, one located at Lost Hills O&M
Subcenter. Acts as liaison between staff and field division supervisors to service the needs of the
operations of six major pumping plants, the O&M Center and the Lost Hills Subcenter. Acts as
liaison between Field Division and Chief of Business Services. Travel within field division between
SJO&M and Lost Hills O&M Subcenter will be required.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during
Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies. This
position may serve in one of the sections as established in the Incident Command System to assist
the Department in performing its emergency preparedness, response, recovery, and mitigation
functions. These functions are established in the California State Emergency Plan and the
Department's Administrative Orders.

10% Prepares budget for Business Management Services Unit, monitors Field Division Schedule 9
purchases and expenditures. Responsible for the Field Division property listings and equipment
custodianship, M.S.D.S. records, monitors small business and minority participation.

10% Prepares Department Service Agreements (DSAs) for all services according to the delegated
procedures.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Jamie Mulkey-Flink >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Administrative Officer |

DWR POSITION NUMBER
2510-4590-502

SAP POSITION NUMBER
50002277

MCR

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
O&M/San Joaquin Field Division/Administration
PerT(;%rg oF Activity
5% In case of work stoppage or other emergency, is directly responsible for all Business Management
O Services Unit activities and related documentation of same.[]
0 U
O OTHER RESPONSIBLITITES[
5% Recommends and participates in the hiring process for Business Management Services Unit. [
O Recommends and prepares disciplinary actions as necessary for Business Management Services [
O Unit. Evaluates employees’ performance.[]
0 0
5% Acts for Chief of Administrative Branch during absences.
U

SPECIAL REQUIREMENTS!]

Employee should possess normal or corrected hearing and vision with ability to determine colors, [
and a good sense of smell. Must have mobility and stamina to climb stairs; and the ability to bend, [
stoop and reach for filing, and must be able to operate computers. Must have a valid California [
Driver's License, as travel throughout the field division will be required.
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	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: 4
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Jamie Mulkey-Flink
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: MG
	personnel date: 6/14/07
	PERCENT OF TIME: 
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10%



10%
	activity: POSITION SUMMARY
Under the general supervision of the Chief of Administrative Branch, plans, organizes, directs and controls the Business Management Services Unit for the San Joaquin Field Division.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.

Responsible for the procurement of commodities totaling $2,000,000 annually and the warehousing of an inventory of $4,000,000 at three point-of-use warehouses, one located at Lost Hills O&M Subcenter.  Acts as liaison between staff and field division supervisors to service the needs of the operations of six major pumping plants, the O&M Center and the Lost Hills Subcenter.  Acts as liaison between Field Division and Chief of Business Services. Travel within field division between SJO&M and Lost Hills O&M Subcenter will be required.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies. This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

Prepares budget for Business Management Services Unit, monitors Field Division Schedule 9 purchases and expenditures.  Responsible for the Field Division property listings and equipment custodianship, M.S.D.S. records, monitors small business and minority participation.

Prepares Department Service Agreements (DSAs) for all services according to the delegated procedures.


	classification: Administrative Officer I
	appointee:  
	dwr position number: 2510-4590-502
	sap personnel no:  
	sap position number: 50002277
	division: O&M/San Joaquin Field Division/Administration
	mcr: 
	percent 2: 5%



5%



5%
	activity2: In case of work stoppage or other emergency, is directly responsible for all Business Management Services Unit activities and related documentation of same.

OTHER RESPONSIBLITITES
Recommends and participates in the hiring process for Business Management Services Unit.  Recommends and prepares disciplinary actions as necessary for Business Management Services Unit.  Evaluates employees' performance.

Acts for Chief of Administrative Branch during absences.

SPECIAL REQUIREMENTS
Employee should possess normal or corrected hearing and vision with ability to determine colors, and a good sense of smell.  Must have mobility and stamina to climb stairs; and the ability to bend, stoop and reach for filing, and must be able to operate computers.  Must have a valid California Driver's License, as travel throughout the field division will be required.
	supervisor name:  Jamie Mulkey-Flink
	employee name: 


